
Select Student Assistant Positions on 
Campus or Federal Work Study Eligible 

Positions.  If you are an off-campus em-
ployer, you should never Student Assis-
tant Positions.  HOWEVER, if you are 

interested in hiring for any of the other 
position types, you may do so. 

Click here if you want your name, address, 
phone number, etc. displayed to students. 

Click "NO" so that students will know to which 
department/organization they are applying. 

Create a Job Title.  This should be a brief 
description of their job.  For example, Lab 
Assistant or Office Helper, Tutor. 

CareerLink Job Posting Instructions 



You'll be given options on the type of 
functions for this job.  For example, 
Computer/Technology, Healthcare/
Mental Health. 

If you want the student to begin working for 
a future semester, please indicate so at the 
beginning of the Job Description.  For exam-
ple; it's summer now, and you are posting a 
job for fall semester.  Write "FALL SEMESTER 
START" or something similar so the student 
knows the job will not begin until then. 

Student employees can work no more than 
25 hours per week when classes are in 
session. 

If you are hiring FWS students only, you should 
mention here that they must provide you with a 
copy of their FWS Award Letter. 

Enter hourly pay rate. 

If you select "E-mail", students can 
send their resumes to you directly via 
email.  If you select "Other", a box will 
appear above this section to allow you 
to tell students how you wish to apply.  
You CAN choose both. 

Be sure to click this box. 



You will see a button on the actual website 
that reads "Done".  Click this button when you 
are finished with your posting and ready to 
submit the job.   


